Sample I: Paper Version
Your Name,
Your Address,
Your Telephone Contacts,
[bookmark: _GoBack]Your e-mail address
Date
Human Resource Manager,
Company Address,
Company Telephone Contacts,
Company e-mail address

Dear Mr./Ms./Sir/Madam/Dr.

Please accept this letter as an official communication that I intend to resign from my present position with your company. My last day to work for your organization shall be (date), which is roughly two weeks.

This, I must say, has not been an easy decision to make. However, I have felt that I am more likely to be more productive in another career than the one I have been pursuing in your company.

If you recall also, I indicated that I would enter your company temporarily as I search for a career path that is more suited to my training and liking.

Let me now take this opportunity to express my sincere gratitude for the opportunity, support, and co-operation you have accorded me over the last XX years. I will be available for consultation and support in the transition period also.

Yours Sincerely
(Signature here)
CC: (Place any other person whom you wish to read this letter too.)

